
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-P.M-? for instructions on completing this form. Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. i 

.. Dates of Series 
larliest Latest 

ca 1963 1 To Date 
~- 

5. Records Series Title (followed by title used in office; if different) 

RCU (Research Coordina t ing  wit) C~ont rac t  F i les  

- - 
. Record Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the f i le. 

Developing, admin i s t e r ing ,  and monitor ing c o n t r a c t s  f o r  r e sea rch ,  
cur r icu lum development, and innovat ive  and exemplary programs. 

included are: RFP (Request f o r  Proposal)  con ta in ing  r e sea rch  d a t a  on c u r r e n t  s ta te -of -  
the-art, assessment  of needs,  p r o j e c t  o b j e c t i v e s ,  e tc ;  Reports  of Technical  
R e v i e w  C o m m i t t e e  and Business  Review C o m m i t t e e ;  copy of each bid proposal  
submit ted;  list of b idders ;  c o n t r a c t u a l  agreement and amendments; correspon-  
dence,  i n t e r i m  r e p o r t s ,  and monitor ing da ta ;  p r o j e c t  Abs t r ac t ;  close-out 
correspondence; and f i n a l  r e p o r t / p r o d u c t .  

File is arranged: 
Numerically by p r o j e c t  number. . .  

- -~ -~ ~ _ _  
I. Monthly Reference Rate 

One to six months old 

1. Annual Rate of Accumulation of Remrds 

Letter-size drawers 1 ; Legal-size drawecs ;Shelves ; Other (specify) 

How often are records referred to which are: 
d a i l y  ; Seven to twelve'months old s; Thirteen to twenty-four months old 0; 

-~ twenty-five months and older - 1 1 - 7  ~ - ~ ~. . ~~ ~ 

. 

3-50-71; Rev. 76 (Over) 



- 
m z z o n n a i r e  (Place an "X" in the proper column) I 

il 

11. Rete 

a. I s  this the official copy of the series? 
- If not. where i s i t ?  ~ ~. -~ . ~~ ~~ ~ 8 __ 

b. Does the series contain confidential information requiring security handling? If yes, y e  J law or regulation. 

~. - - __ 
. .  

~ ~ ~ .. ~~~~ c. I s  this a vitalrecord? -- ~. 
~~ d. ~ Does ~ this .- F r i e s  have historical or longterm research value? 

-__documents be scheduled separalely? 
f . -  luhe_information contained in this rel ies ever Dublished? If yes. attach WDV. 

e. When one or two documents in the file make it necessary to.keep the entire f i le for a long period, could these 
- -. ~ . .~ -. ~~ 

*_ \ - 
g! I s  the'informaion'contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another gffice or agency?--- 
If vesattach m~y.~Annual  Sta t e  Plan and Accountability-Report 

ina l  Repor_t/Product al.~.Center f o r  If ves. where? Ahstract and F 
onal Education&!io St.Uni. 

-_i,DnertkwarbrerierrerLllt in a wmD uter - or- . 
ion Requirements The following requires the series to be kept: 

a. State Law -- __ -years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need - 1- -years. 
c. Federal law --years. f. Federal retention instructions - 5 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Federzl MERC-Q (Management Education Criterior-Quality) conducted every .fiv,e (5) years.  

: .  
-- 

12. ApprovedDirposition Instructions This age;& recommends thaithe file series be cut off a t  the end of each: ' ' * 
' . , 0 Ca1endarYear:'O Fiscal Year: fX Other See be low^^-- ..:-;-then, 

0 Hold in the current files area -'-.~-month(s) __ 
0 Transfer to local holding area: hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
ha Other ISpecify) 

- year(s); then 
yearb); then 

-year(s); then 

, 

*When project  i s  closed, remove project  folder  from ac t ive  f i l e  and place i n  inact ive f i l e  
cut of f  inact ive f i l e  a t  end of each f i s c a l  year; then remove the  RFP (Request f o r  Propo- 
s a l ) ,  Winning Proposal, Project Abstract, and Final Report/Product and place i n  RCU Pro- 
j e c t  Documentation F i l e ;  t r ans fe r  remainder O f  the  f i l e  t o  S ta t e  Records Center; hold f o r  
f i v e  (5) years; then destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 


